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Agency 
City of Frederick 

Division/Unit 
Planning and Zoning 

Item No Description Retention 

/ Forest conservation annual report 

1 Forest conservation - project plans 

3 Violation correspondence and records 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Retain adjudicated case for 10 
years after closed, then destroy; 
retain all other cases for 5 years 
after case, then destroy; transfer 
all remaining documents to 
Permits and Codes Management 

Approved by Department, Agency or Division Representative 

Type Name Charles W. Boyd 

jj tj e Director of Planning 

Schedule Authorized by State Archivist 

Date OCT 2 2 2001 

Signature, 
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Item No Description Retention 

1 Home Owner Association documents for city subdivisions Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

y Comprehensive plan working maps Retain until updated or 
superseded, then destroy 

Monthly census report Retain for 25 years, then destroy 

i Historical District Commission files - every case file for the 
Historic District Commission, applications, plats, drawings, 
photos, approval letters 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

V Address assignment letters - new construction Retain until updated or 
superseded, then destroy 

1 Board of Zoning Appeals - applications, drawings, plats, 
photos 

Permanent. Transfer periodically 
to the Maryland State Archives. 

lo Zoning enforcement files - 1980-1988, current done at 
Permits 

Retain adjudicated cases for 10 
years after closed, then destroy; 
retain all other cases for 5 years 
after close, then destroy 

i f Zoning ordinance review/maps - includes adaptation of 
zoning ordinance 

Permanent. Transfer periodically 
to the Maryland State Archives. 
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Item No Description Retention 

Minutes books Permanent. Transfer periodically 
to the Maryland State Archives. 

)?> BZA files Permanent. Transfer periodically 
to the Maryland State Archives. 

>1 Planning files - overflow planning files, drawings, plats, maps, 
fax cover sheets 

Review and distribute to 
appropriate departments 

IS" Site plans, subdivision plans Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

IC Planning commission - Planning Commission files, final site 
plans, application, final site plans, property descriptions, plats, 
maps, correspondence 

Permanent. Transfer periodically 
to the Maryland State Archives. 

11 Text amendments - 1970-1973 Retain until updated or 
superseded, then destroy 

ir Planning department chronological files Retain for 5 years, then destroy 

11 Planning commission/BZA/HDC - BZA/HDC reel to reel 
tapes, reel to reel tapes, HDC cassette tapes, BZA cassettes 

If paper copy does not exist, then 
tapes are permanent. Transfer to 
the Maryland State Archives 



Screen annually. Destroy material having not 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having not 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



RECORDS INVENTORY 
THE CITY OF FREDERICK 



Screen annually. Destroy material having not 
further fiscal, legal or operational value. Retain 

. permanently any material that serves to 
1 document the origin, development and 

accomplishments of the department. Transfer 
periodically to the MD State Archives 
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Screen annually. Destroy material having n<JK 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of Ihe department. Transfer 
periodically to the MD State Archives 
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RECORDS INVENTORY 
THE CITY OF FREDERICK 



Screen annually. Destroy material having no 
; further fiscal, legal or operational value. Retain 

permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 

• periodically to the MD State Archives 
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